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Recorder, Efficiency Awards Commitise
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Comptroller . _ .5‘}.;‘%1.4m wANAC; . g_, :
) R .;—'(WAA s N mwhw.“ .
Suggestion Initiated by|
L 25X1

1. Reference is made to your memorandun of 21 July 1952,
attached under the above subject,

2. Pursuant to your requejt, information is furnished under
sub-items as follows: ' :

a. Extent to which [ eugeestion has been put
into operation:

A1l of the suggestions by|_f:;;;g, his memorandua, 25X1
of 21 May 1952, including those For application with IBM ¢
“8quipment, Live been adopted, With the adoption of this
basic form, and the pre-printing of it by machine methods,
. to include all the pertinent data applicable to each
employee, it has become a labor and money saving device of
tremendous value not only in the Fiscal Division but throughe
out the Agency, and the basic vehicle by which the excellent
progress to date in the mechanization of the payroll procedure
has been accomplished,

25X1

b. Amount of annual savings which may reasonably be expected
te result from use of the suggestion:

(1) There bas been an increase of approximately[ | 25X1

employees paid on the overt » 11 during the last year,

and they now total nearl It is believed, therefore, 25X1
that the saving estimeated a year ago to be realized, in the

‘Payroll Branch of the Fiscal Division and in other segments

~ of the Agency, through the adoption of anggestion 25X1
and the discontinuance of the use of separate Standard

Forms No, 1130, Time and Attendance Report, and No, 1126,
Payroll Change Slip, should now be revised upward,

(2) Under the old procedure it would now be necessary
to prepare, upon receipt of all Standard Forms No. 1130,
a Standard Form No. 1126 in duplicate, by using a carbon
insert, for each of 81.8% (the percentage of 1126's
prepared a year ago) of the present number of employees
to be paid. To prepare a Standard Form 1126 for each
employee it was necessary to transcribe thereon information
sought from the Standard Form 1130 and the employee's Indie
vidual &l;mf%’ Reopds Xt is estimated that in this

wr B % & EARp _
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operation a payroll clerk could transcribe to, and
compute, no more than 20 1126%s per hour; all clerks
consuming 1170 man days per year, at an average salary
of §14,08 per day, which would amount to $16 »500 per
year, and which would not include the cost of the time
spent by auditors performing a repetitive operation.. In
contrast thereto, with the combination new form and its
adaptability to machine methods, it is estimated that a
payroll clerk can process 60 forms per hour at a cost of
1/3 of the above $16,500, or $5,500, There is a net saving,
therefore, of $11,000 per year in the Fiscal Division in
this operation,

(3) In addition to the foregoing there has been a
further saving in all the segments of the Agency as a
result of pre-printing the Time and Attendance Report
section of the new form. With the use of the old Standard
Form No. 1130, Time and Attendance Report, it would be
necessary for Time and Attendance Clerks throughout the
Agency to prepare with typewriter, or otherwise, [ Jsuch STAT
forms each pay period to show the employee's name, reporte B
ing unit, payroll period and the hours worked each day and
the total for the pay period, It is estimated that a Time /
and Attendance Clerk could prepare nc more than 30 1130's
per hour; all clerks consuming 1040 man days per year, at
an average salary of at least $13.hli per day, which would
amount to $14,000 per year. In contraet thereto, thess
forms can now be pre=printed by machine methods with one
operator at the rate of 7,000 per day or 26 msn days per
year which at the same rate of $13.uli per day costs $350
per year; and, even to add machine rental, it does not
cost more than $1000 per year, There is, therefore, a

saving of #1_1.9@_@\?::- in other segments of the
fAgency in this improved operation

_ (4) It is accordingly estimated, in summarizing, that
the overall savings resulting from [suggestion _ 25X1
might be conservatively valued at $24,000 per year,
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1. GENBRAL |
The Mall Control Secticn has been establighed for the purpose of
" coordinating: |
a. The receipt, dispatoh, séllection, and distritmtiom of all
official CIA mall,
b. The courier and messenger service of the Agency.
2. AUTHORITY
a, The Chief, Gensral Services, is responsible for the malntenance
of the headquarters mall and courier service in accordance vith

STAT para:raph

b, The Chief, Rocords !lenazement and Distrilution Yranch, ia

avy gk
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authorized to act ﬁofibnchiaf,amliimim, in Ahe adnmin-
istretion of the Mail Contyel Ssotiom.
FOLICY

This re-ulation is directed towards the ostablishment of an efficlent
Agonoy mall service involving the following poliey factors:

B

ap‘

4o

b,

e

Se

8.

All mail, courier and messenger opaymtions to be centrally super-
vised except for special requirements subject tcmlppamlof
the Deputy Director (Administration).

Halntaln scheduled co rier and messenser plck-up and delivery
service to meet reguler Mm

I’rovidt special service as required,

FUNGTIGNS |

*all Room

(1) Recelves and controls, when necessary, all offisial inccming

nail,.
(2) ¥rocessea and dupttc”ms all eutgoing mail,
umriar Service

Collects, trangports and delivers %e any required destinstion,

all typea of security classified msteriel ineluding top secret,
Messenger S'wrviée

Pick-up and delivery within any SIA building of mail classified
up through secret.

F;ESPmSlﬁILITIES

The i{eil Control Seetion has the following responsibilities in

the mainiat,;:atimr of the Agency nail service:
SR A R gl
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(1) rrovide regular scheduled and "gpecial® ocourier or :msmr
service for the entire A ‘ency, gzcppk for those offices
providing their own courier and messenser service as spproved
Yy the Deputy Diroctor (Administration).

{2} Trocesses all tfficial tmeoning and outgoing mail,

(3) %nintai;aagmry Logs for 811 tncoming end cutgoing re~ise
terad nail,

{4) Provide srmed courter(s) on specific assigmments involving
the rigk of theft or compromise,

{5} ?“rﬁﬂﬂg, upon specific request, ceurier service to destina-
tlons avay from the Waghincton avea, |

{5) Rleeaiw, sort and distribute daily and Sundey mpoi:s
purchaged for upse in the Ageney. |

{7) Haintain an up-to-date locater file of personnel in the

| A"‘emay to facilitate the distritution and delivery of mil.

(g} cmﬂy ith all security neasures regarding mall, courier
and messenger operations.

{9} ‘rovide ‘echnical masistance to CIA officcs and officials
with respect to mail, courier end messenger operstions,

{10} riaintain liaison with other Covernaent =-encies rezarding
mail and conrier operations.

11} Qompile statistical data as required by the Comptroller,

g Tudpet, Lorigtics, General Jervices, etc.

{12} Coupile dat@ gegafdﬁg”tthq“ oftiver of pleces of penalty mail
digpatched k&ua; ~terly.

{13) frepare cortifioation for Records “anagement and Digtritue

Approved For Release 2006/04/13 : CIA-RDP70-00211R000900030039-6
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ticn Branch as requived in Regulation|[ | thet no misnse of the
venalty mail privilese was nade during the guarter,
The Offiee Hegistries are responsible fort

{1) Having the mail roely for the courier(s) or messsnger{s)

at the ochadu’d time of pick-up,

Frocessing incoming mail as soon as possible /5o as not to)
delay tho delivery of this nall to the ection desk,

o
P
S

(7) t$ilizins the mall, coursér and measenger service availolle
from the Mall Control Section whenever pus_ad.blo.
{4} Haintaining contpol of repgi-tered natarial afier delivery, .

PUOOTDNRTS

MAIL CL4TRCL DBRCTION
Uperating precsdures for the ¥ail Comtrol Section will Yo ismeed
in the form of » handbook,

s .
F‘S?? Al

Schedules of courler tvips will be issusd pericdically in the

form of Netices, subject to reviaion in sccordance wilth cheangea ia

the orgsnisstion, loeatiom, voluwe, etc,

ECRIPTS |

(1) Courier's Classified Mail Receipt, CTA Fomm 35-16 vAll %e
used for the sontrol of all ~aterial tramsmitted via the
romn'itr or neasenger pervice, which 1s olassified

| GONFIDENTIAL and SIGRTT.

(2) Comriorts Classified Mall Receipt, CIA Form 35-16 A {pink)

will te used for ;m mtwl\ot all material transmitted
. w Ee v

o .

L IV
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via the sourler service, which is classified TU- SECRET.
d. PENALTY MAIL

{1) Penaliy indicia envelopes, lapels, wrappers, cards, and
“a7g will be obtalnsd by the opersting offices dirent from
+he Logistdes OfTice.

{2} Mail Yeoinpg dispaichod under the penalty indicin should be
enclosed inthe envelope or pecuwely wrarped, sealed end
Toryerded to the Hall lontrel Section for discatch,

{3} 7Tue 'iail Costrol Section will maintain a daiiy veoord of
matier dispatched under the penalty privilege, This record
will shou the muber of pizees of mall dispatohed 'nder
each of the penslty indicis used by the Agenay,

{4) At the end of each gquarter the Chief, General Services, vill
sulnit o repert to the Gemptroller Indicating:

{n) the total mumber of pieces of mall beariny the -enalty
indicia procsssed through the offieial channels of the
Azency.

{:)  the swber of pleces veering *t,hé CIA penalty indicls,
{¢} the mumber of pieces iLearing the F:IS penalty indicia.
{d) the muer cff pleces Learing the 55U remalty indieis.
8, DMFEUST STAMP ACCOUNTS |
{1} An Izprest Stemp Aceount is a point in sn office suthorized
to maintaln 2 specified mmber of stemps for use in those
cases where it is nob considercd desirable, for operational

or security purposas, to have the postege (i.e. nostave

A L A S
FR wy Wl ] : e
A A A T TR P I
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T
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stanps or meter stamps) affized in the Mail Control Seotiom,
(2} revmvraph 4 b (1), egulation|  [suthorises the Compiroller STA
$o cstablish Imprest Stemp Acuounts withim CIA headquarters

_ whon neoessary for cperatiomal or security purposes.

{2} Requests for suthorization of an Imprest Stamp Aecount will
he prepared in ssmorandim form snd suimitted by the office
head conmcerned to the Comptroller. Reygests should contain:
{a' & vrief statesent of Justificrtion, including reasons

why ueil requiring pestase stamps or meisr stanps oan- ‘
not be processed through the Mail Comtrel Seetiom,

i
gl

sgtinated value of stanps regiired {or no less than

30 and no more than 0 days.
{e) limme of employee to ke desirnated Custodimn of the Ime

prest Stemp Account,

{4} If the Comriroller authorizss the Imprest Stemp Accommt, the
regresting office will be netified by memoremdum of the
anownt authordzed, A copy of this nemorandum will aise be
forusrded bto the Chief, nail Jenlrol lectien,

{5) Fostage stamps will be procured from the Chief, Hall Comtwol

' Section by means of a nemovendum speclfying the mmber and

denominations of t-hel stanps required, The Chiefl, Hall Control
Section will supply the stanps requested and vill obtain the
signature of the Custodian of the Imprest Siemp Account on
the cemorsndun indicating receipt of the stamps by the
Gustodian,

Approved For Release 2006/04/13 : CIA-RDP70-00211R000900030039-6
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(6) Hatntenanse
{a) Appropriate ersonnel §m eech offioe will prevare &
Postege S1ip, Form 35-11 for 1l outgedng madl which
requires postage.
If the ruture of the meil is smeh that postage or meter-
mwmummmzmwmtmm
the Custodian o7 the Imprest Stamp Account for that
office will:
(1) Renove the Forms ley 35-11 from the mail, alfix
mostage stamps as vequired, snd emter the total
valve of postage steups used ou ths Form 35-11,
Tile the forms 35-11 with the simns on hand. The
‘total of zmounts shown on the Forms 3511 plus the
value of the stamrs em hand showld, at all timea,
equal the msownt of the Imorest Stamp Acoowmt as
authorized by the Comptroller,

(e) If the nature of the mail is such that postage may bLe

affixed in the Mail Comtrel Section, the rrocedure pre-
geribed in subpera-rarh £ helow should be followed
Additional staaps will e procured dy sudmitting PrO=-
ceased Formg Yo, 35«11 to the Mall Cemtrol Section in
axchange for steamps. _
Inpre Stamp Acoounts will not be used for condueting the
dny to day business of the Agemcy. They will enly be used
for the speeif’c ru»pose muthorized, The Ml sontrod Seg-

e
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tion has ~ostage stem & on hand and also has & postage
aeter rachine svallsble for the repid stamping of larce
quantitiss of mail,

(8) An office desiring to close an Improst Stasp Account should
galmdt a nomorandinz to this e”fect to the Comptroller. The
Comptroller will then arrange fopr an audit of the account,
After the sudit has been completed, the remaining stamps erd
Postazo Slips will be forwarded to the Chief, Matl Comtrol
Seation by means of z nemovendim informing him of the elosing
of the account.

£, PULSTAGE

#ail requirin: postage which mey leo affiwzed In the HMail Contrel

smﬁan,‘m have a Postage S5lip, Tom 35«11, a“tached. Upomn

recolpt in the Mall Cordrol Secticn, postars stampe or meter stemps
wIll e alfiwed to the cutzoing mail deperrding upon ihe natives
of puch unail,
{1) rosta-e ctewps will e affixed to the follewing types of
"Cover® nail., {That nail) which should not be comnested to
the Arency.) |
{e} leil bearing certain 5%‘;0%&** ~ogh office lox mmbers as
the return addresse.-

(t) aid taing certain Tucirens midresses ap the relin
adéxress.

{c) Mail pddressed o osrtaln addres-es, It is the
ma;mnsibil;‘fty c& the offices In v ajorey to advise
trorinid Badt7oT Socidon of those addrasses.

{2) Mail bearing official’s or individusl's home addregses
Approved For Release 2006/04/13 : CIA-RDP70-00211R000900030039-6
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2s the return address.

(s} Hall lering s CIA, 7S or SSU return address. Nomelly
thls mail 1o 2ispetohed vnder the penalty privilere and
18 not considered to be "Cover” mall, Mowever postage
stemps w11) Te vsed vhen 1t coso ovt of the ordinary
olang, &g covld be tho case for simall, rarceis over
L sunde, ete, This is dooe in order not to conneot
the return address (Agency) with tha postaze ~eter
machinre,

%%:  Uffice persomnel should state 700 NOT METER” om
“erhape Slip, Forn 35-1) for that -ail Whi:ih they
feel should not be conneeted to the Agenoy.

(#) leter stampe will be affixed té the following tyves of "Upen”

Furd

nall,
{a} 72il bearing a 2430 B, St., K. . return address,
(b} Mail besring certaln Y. ver" post offics box mrlber: e
the retvwn eddress.
(e} Hail ‘oaring mo veinrn address. (Unless otherwioe
titeated op the Postage Slip, Form 35-11,)
{d) Ma1l vearing certaim known offices yeturn addresces,
guch as the Rosslyn znd Frenconis warehouses,
fe MAINTERANCT OF TCOPAGE STAMP DATLY SUMMARY SHEET, FURM HO. 34-13.
(1} The Ghief, Hail Contrel Section and Postage Stamp Custodisns
in fleld statiore will vegord postase stesp soguisition and
tis-osition on CIA Fam 34~13, ‘vstage Stamp Dally Summery -
M, as follows: |

Approvedﬁfq};r %e[¢a$e'2@6@4113 : CIA-RDP70-00211R000900030039-6
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{2} Enter “elangs of stamps on kmnd in the "Balance” colusm
on the Pirst line of each paze. |

(b} teecord value of stamp soquisitions in the "In" solumu.
‘m the seme 1ins, in the "ixplanaiion™ cohsmm, Stemp |
Crntodtans in field giotions will anter the petty cash
‘voucher mmber end the Chief, }ail Gontrol Section will
enter the requisition mmber,

{ad ”ecorﬁ value of stamps used during tha day for official
‘nsiness In the FUod% colum as & eingle line entyy,

{a) Reconcile, at least once a week, Lalancs indicated om
the Dally Suwmary Sheet with the pnriloal inventory of
stanms ov and,

{7} Torm ¥o, 3/-12, Pestage Stemp Daily Summery Shoci, is subject
to andit by the Avditorein<Chiel or his au..Ly awo‘nwd o
vrepertative at his disevetion,

he TLLSLIVERARLRE HATL

(1} The tro'lem of Undeliverable Mail ‘s alwayé vresent in the
Hail Control Seetion, This is mall addressed to Individuals
for which the Mail Centrol Secvion is unslle to locate sy
record and therefors cammot effect delivery.

{7} ail a'dres-ed to individsals will not be opsnad in the iail
Control Section. Such mail will Le processed over the
Ireator ®ile to determine the offios desigration ,ilding and
room mmbey of the inlividuals,

ApR‘OQ{e'g F’)ﬁlffsﬂ ?9610411 3 : CIA-RDP70-00211R000900030039-6
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(3) 1f thers is no record of the individuals in the Locator File,
appropriate offies im the f”ency will be contacted o ascere
tain if the individuals ars of vecord in those offises, When
such uqnuct fells to digclose any recoerd of the irdivicduals,
 tha rail s congidered to be Mndeliversble Hail® and will be
returned to the rFast 0ffice,
i. JDDRISSING OF LNTRA-OFFICE MATL
(1) The following informstion should be provided on all inter-
office mails
(a} Office of orivin,
{(b) Cffice Designation of Addressee
{Position title or nems may be added if desired).
(c.) Building Desirnation (name or number),
(d) Room mmiber,
NUTE: Mail or pecke-e materisl receivsd in the Mall Gomtrol
' Section wihish is not addressed in acsordance with
these Iinstructions will e returusd t§ the office of
origin for completion or correction,
h | LUT OF TOWR CC RIER SYRVICR
{1} The ¥ail Control Secticn, upon speelfic »equeet, will provide
special courler ssrvice to out of towr destinstioms,
(2) 1In or‘er to document the use of such sorviee and to insu-e thet
it is required by a rosponsible level of svthority, roquests
for this service will be ~remared in memorandum form and sizned

Approved For Release.2006/04/13 : CIA-RDP70-00211R000900030039-6
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at the Division level. These requemts vill be sudlmitied to

the Chiel, iicoords Services Division in edwence, vhen rossible

of the requeuied wervies. The folilowing infermation shald be
contaired therein:

‘8, The destination.

(X} The a.proximate size of ihe material

(o) when it must ieeve

{4) whem it must be delivered.

ECTE: 1n osio}-gmf. cazes grrangenents may be made diveot with
the Chief, ::ail Control Seetiom, Howewer, this will
not eliminate the need for sutwitting the memcwendum
dooumantin: the nse for this servios as indicated above.

The Chlef, Mail Control Sectiom will make all furthar arvenge-

ments, lacluding:

{a) the selsction of the sourier,

(¥} the :rejaration of Form 3327 Travel Order,

t2) the rreparatica of Form 33=15,
feguest for Advance, when nacossary, A

(a) conts.ting the Tremsportaiion Division for information
regarilag departure and arrival timee, and for reserva-
tions.

The Travel Urders of fhe oourier will be signed by the Chief,

General 3srvices or his designats,

Approvedﬁ,ForReieg‘§e}u2@i!)6;04l13 : CIA-RDP70-00211R000900030039-6 ;
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ESroRsIBILITIES, . sop

W‘.ng..oa (1]

1, GENERAL

The Hail Comtrel Sectiom has been sstablished for the purposs of

coordinatings |

a. The receipt, dispmteh, collsction, end distrilution of all
offtoial CIA mafl, | |

b. The courisr and nessenger swrvice of the Agwmey.

2, AUTHORITY

8. The Chief, General Servicss, is respomsibls for the maintenanes
of the headquarters rail end courier mevice is socoordance with

‘b, The Chdef, Records Namagement and Distribaticn Drench, 1s

82090100

Appro‘Ve For ‘Release 2006/04/13 : CIA-RDP70- 00211R000900030039- 6




N e

N

Approved For Release 2006/04/13 : CIA-RDP70-00211 R000900030039-6

authorized to aet for the Chisr, Gemerel Gexvices, in the edmin-
istration of the Mail Control Section,
POLICY

This re7ulation is directed tguards the establisiment of sn afficient
Agency mail servies imvolving the following polisy factorss

By

Se

I3 A
[ TS I
’ *
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All nail, courier and messencer opsrations to be centrally supsr-
vised except for specisl requirements subject to the approvel of
the Deputy. Directer {Admimistration).

Maintain scheduled co rier snd nessenger plokup and delivewy
mawmmdm,

Frovide special service as required,

FUNCTIONS

Mail Room

(1) Reosives and somtrols, uien necessary, ell offisisl inscming
{2) Processes and dispstohes all ewtgeing meil,

Colleots, transports and delivers to suy required destinstion,

a1l tyves of security olaseified material inaluding top sscret.

Kegseenger Service
Flick-up and deldvery within nny CIA tuilding of mail olsseified

‘upwm.

SUBPONSITILITIES
The Mall Controel Section has the following responsibilities in
the adninigtration of the Agency nall service:

f ?ﬁ‘ ‘}"i ;‘I} O £

o
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(1) Frovide reqular ssheduled an "special® courior or messenger
_ service for the entlre Acency; samsgh for those offices
WMMMW}MWWW”M
by the Depety Director (idainistration)s |
(2} Processes all Sffielal inoming and outgolng i1,
(3) Maintain Registry Loge for all incaming end owtgeing regis-
(4) Frovide amed ocurter(e) on spesifie assigmmnts izvolvinz
the rigk of thaft or cempromioe,
{5) ?rmm,mwmmmn.mmuammu
+ions away fyon the Waghington sres.
(6) Receive, sort and distritute daily and Sunday nevspapers
purchased for use in the Agenay. |
| (7) Yaimatn an up-to-date locstor ile af personnel in the
A - Azeney (o facilitate the distritution snd delivery of mall,
{8) Comply with all security msssures reganding nail, courier
(9) irovidl technical sasistence to CIA offices and offislals
vx&hmpntwmu, miwm&mammim.
(10) ralutain 1isison with okher Govermsent agencies resarding
nail and courier operatimms.,
(11) Campile statistical data as roquired by the Comptrolier,
Budget, Logistics, General Services, stoe
(12} Compile data regarding the mxber of pleces of psnalty mail
dispatched quarterly. |
{13 mpam certifioation for iecords Mamagement and Distribue
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tion Lranch as required in Regulstion 80-7, that no nisuse of the
penalty nail privilese was made durdng the quarter,

The Offioe Hezisziriss are responsible for:

{1} Having the mail yeady for $he oourder{s) ermes\mgm{a?
ot the seheduled ime of yick-up.

{2} ivoosssing incoming mail es soom ss possiblc =o as nob b0
delay the delivery of thig nafl to the action desk,

{3) Utilising the mil, courier and mwasenoer service svailsble
from the Hail Control Section henever possible,

{4} Haintaining eomtrol of wegistered material af‘er dslivery.

ANSRDUAS |

SATY G OTROL STOTION

crereting orocedires for the (inil Comtrol “eetirn w111 ‘e issusd

in the form of 2 “andbook,

ishadules of courler trips vill be ‘ssusd perfod’cally in the

forn of ¥otices, subjent to rovision in acsowinnce with chenves in

the oreanlzation, lecatlen, wolwme, etr.
TEGBLATS
1} Courier's Classified ail Hecolst, 14 Fome 35-16 vill be

used for the aorirel cf all “aterial trensulited via the
oourier or ressengor service, which 13 slasaified
COURIDENTIAL And 570707, |

(2} Compler's Glassified Hail Receipt, CIA Fora 3516 ¢ {nink)
w11l e uged for Lhe ecnirel of g1l ~aterial trangiitted

R T "y rif I,
oo, LI RN
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via the courler service, whieh iz olassified TU: SECRST.

SIHALYY VAIL

{1} lenalty indieis envelopes, labels, wrappers, cewds, and
a78 111 be obteined by the opersting offices direct from
the Logistios (f7%ee,
Yisdl belng dispataiod under the veralty indinis should be
en¢losed inthe envelope or securely wrapped, sesled end
forvarded ‘o the Yail Sortyol Section for dispatch,
The Mail lontrol Section tsi‘iil meintain & daily record of -
metior dispatched under the nemalty privilece. This record
will show the mmier of pleces of ~wil dispatched undes
pach of the renalty indfefta used Ly “he irency.
At the end of each quartsr the Chief, Gensral Services, will
sutmit & veport to the Captrollear indiesting: |
fa) the total musier of plasas of mall beswrin: the -enalty

indiclia processed throusl the offisinl channels of the
Amency,
(%} the mumber of niscen heawrine the CIA peralty indieis,
{c) the muber of nisces rearimg the i 13 penalty inmdicis.
(@} the mmier of pteces learine the SSU renal'y indieia.
Be  HPREST STAMF ADOOUNTS

{1} An Imorest temp Acooxmt I3 a nofnt in an offiee suthorimed
to naintalin » gpecif’ed mmber of stempa for wse in those
cazos where 1t i1s not comsidercd desirsble, for operational
or security porposcs, to have the posters {i,e, ~oskge

~ o
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stanps or meter stemps) affixed im the ilall Contrel Section,

o {2) ParaTaph | mutherizes the Comptroller
to emtablish Imprect Stemp Assounts withia GIA headquarters
vhon necessary for aperatioms) or security .
{3) Requests for euthorisation of an Imprest “temp Acccunt will
be prepared in memocrendun forn and gulmitted by the office

hasd concerned to the Cempircliew, Requests should contain:

‘. A brief staterent o justification, imeluding reasons
wiy usil requizing postege stanps or meter stawos oan—
not e progessed through the Hall Contrel Scotione

{m) “stimeted velue of sta;a required for no less than

| 30 and no more than 60 dava,

we) Neme of employes to be desicmmted Custodian of the Imw
prest stemp Acoornt,

{4 il tie Comrtroller authopises the Imprest Stemp Account, the
regueeting office will be notifisd Ly memorendum of the
anount suthorised, £ copy of this memorandus will alpo be
forverded to the Chief, Mail Conirol section.

P sy
T

- catage etanps will te mpocured frm the Chief, lalil Jontrol
w2glion Ty nesns of 8 nemorandun sreclfying the maber and
canoiinations of the stemps required, The Chief, [ail Centrol
~gotlen will supply the stenps reguested and will obtain the
slonature of the Custodian of the Imprest Stamp Aceount on
thie cesorandun indicating recelpt ol the stemps Ly the

Wbl ane
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(6} ¥almtenance
() Appropriate erscane® dn eech office 5111 prerare &
Yostage Slip, Form 35-11 for all cuteoing medl whick
requires postage,
i the nsture of the mnil 1@ wuch that postage or metere
ammwmmminmmmmmm
tie Custodien of the lwgwest Stmap Acesurt for that
offios wills |
w Zezove the Forms oy 35-11 fyom the madl, affix
rogtage stampa a8 required, end emter the total
value ol postage stemps used on the Form 3511,
File the Foms 27-1) with the staps on heandl, The
totzl of ameunts ghows on the Formg 2511 pluz the
valuz of the stampe on hend showld, st &1l 4ines,
oqual the swount o the Imprest Uianp Acosunt as
auvthoriszed Ly the Comptroller,
Ifmmtmeftbmil is sush that postage =ay e
affized in the MHail Comtrol seetion, the ryrocedure pre-
seribed in subpare.raph £ helow should te followed,
idditionel stemps Wil be prosnrod by sulmitting rrow
cegeed Forus Yo, 35«11 $o ¢he ail Comtrol Soction fn

exchan;o oy shemp ,

imprest Stemn hecounts will pot ba used for eonducting the
cay to dey tusiness of tho Azensy. They will enly be used

Topr the speeific mpope enthoris: e @ Vall Srohrel Seoe

. v .

H ;-'i. R
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: WMWMmec alsc has & postage
mmmmmm for %he reapid stenin: of large
Quantities of nall,
An office desiring to olose en Imprest Stamp iccowt should
gulmit 2 womorandan %o this affact to the Cemptreller, The
Comptroller w111 them errange for an awdit of the ascount,
Aftor the sudit has 'een ocmpleted, the remsining stemps ard
Fostage Slips vill Ye forwsrded to the Chief, Mall Cemtrel
seetion by nsans of 8 nencsemdun informing him of the elesdng
o the macount,

POSTAGE

“ail vequirine postage which may te affixed in the Meil Contyed

segticn, must have a Tostaps 3lip, Form F5wll, a‘tached, Upee

roceipt In 2he 'inl) Cormbesl ¢ “eetion, posmtors stemps or roter stanps
will be affixsd to the cutzoing mxi) depending upon ths nature

of such mall,

{1} rosta'e stevps will ‘v affived io the following types of
"Cover® mail, (That mn'l vhich should not be oomnacted to
the Agemoy,)

(a) Yail Toaring certatn "lower® oot of fice box mmbers as
the retumn addveos,

(k) ¥all usiay certain b iness u’ldresses ss the retwrn
sddress,

{e) ~1Y 243peaced Lo certatn nddres-es, it is the
rogponsitility of the offices 1» the ereney to advise
t"e 'all Control Seetion of *hose sdirenses,

{a) Mail % PP Ia1's or individual's home sddresces
Approvéd For Rdlehse 2006/04/13 : CIA-RDP70-00211R000900030039-6
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as the roturn addreey,
Mail having & CIA, 7S or 59U retuxn address. Hesmally
this mail is @ispatched under tho penalty privilege and
i ot considered to de "Cover® mail, Howewer postage
S6ROB WAL e uced vhen 18 coss out of the ordinary
class, as would e the gase “f*r almall, sarcels over
4, pounda, ete, This ig done in order not to cormeet
the rveturn address (isency) with the postase ~eter
machine,
Uffice percomel sheuwld state ©00 NUT [ ETERY on
‘ostage 3lip, Fom 3511 for thet meil vhich they
fesl should not be oonmected to the Agenay.

(2} ‘toter stamus will be affixnd to the follwwinz types of *Cpen®
eail,

(1) il bearing a 2430 Be Ste, L. 0. veturn acdress,
Mall Learins certain ™ pent® post offico bex munberc as
the return addireas.
dsil “osring no reburn oddress, (Unloss etherwise
indteated on the ‘oatare Dlip, Form 35w1l,}

‘all tearing certain known of Cices return addremces,
sueh az +he Rosslyn and Fywnoonin wvershouses,

FAINTENA 70 0 LUPAGE STA LALLY TLAARY SUEET, FOSM HC. 34-13.
“he Chlef, Hall Comtrol Soction and Fostaze Staap Custodisns
A6 Fleld ctatiens will record pestare stemp sequisition amd
“ig rnltlon ov GIA Foym 3[,-13, ortage  Jtesp Dalily Sumery
%@t, aa mxmz

. ) R K
'}1 L‘ } lv. .i , ~& fl 3‘

Pa d'a,
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{a) “nter telanes of stamps on hand in il "Balance” colum
on Yha Tirst line of cach pess.
() "ecwd valuo of stemp aonisi*ioms in the "In ool
, “n the gans line, Iy the ""vplanation® colum, Stemn
Custodisne in fMe11 stations will snter the petty cash
voucher wobar and the Chief, HMall Zontrol Sacticon will
enier the requisition mnber,
‘o) Recont value of stamps used during the day for officiel

{a

tugineas In the Y ut® golum an a sin:’~ 1ine entyy,

{d) Heconoils, at least onve a week, balsnos indicated en
the %ally Swmary Sheet with the nhroieal Anvemtory of
stanpes on hwod,

L) Serm Ha, 313, Costage Stamp Onlly Cumsary Shoot, 1s subject

0o audit by the Avditordn-Chis? or his duly appointed re-

rregoniative at his Ascrebion, o

he UNDELLVIZALLE MAIL

(1) “he srolem of Undelivarehle Mgil 12 abmyn present in the
Tall Genkrol Secti-ne This 1s mall addressed te individuals
2or wiigh the YMail Comtrol Seatlion iz wable to locate sny
racord ar? therefurs canmot offeat dclivery,
all nddres-ed to individuals will not be opened in the Mall
Somlrol Seatlion, Such naill will be processed over the
Lecglor Tils to deternine the offioe desigmation tuilding and
roor mmbor of the individvals,

"5
ng
St

PR

w i

< FONE S 9 N
wy £ Ei' QJ ;
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{3) I there '3 no reo-rd of the smSvidumls in the Lecator File,
~npeopriate of?l o8 in the ch will ba oontacted to ascere
Lolin 42 the Individuals aré of record in Yhose offioes. Wiem
such ganm!; 413 S0 diszslose any wecord of the individuals,
the mail 13 aonsidemed to be "Umfelivemble Mail® and will be
rebarned £0 the font Office, |
is ADDR 3TN OF INTER-CFPICE MAIL ,
(1) ™o ollaring ir“mﬁm dhculd be provided on all inter-
office maily |

8] Uffice of ori~inm,

L

(1) Lffice Dasiznation of Addrescoe
{Pogition title or nams may be edded if desived),
(o) Building Desirna‘imm (mame or muber).
{4} Room nber.
EOTE:  Yall or peeka e natoris® yeceived in the Xail m
seetion whieh is not sddressed in scoordance with
thene inatructions will be yeturned to the offlae of
origin for commlotiem or gcorrection,
3o U uF TONH 0O RIFR SERVICK
(1) The Mail "ontrol Secticn, upom spesific request, will rewwide
speclel courder servics $o out of town destimstiona,
{2 In or'er to docvment the use of such servies and to insure that
it 1y required by 8 resronsible .},ml of suthority, requests
for this service wvill be ro-ared in romovendum form and signed

E

" g e Ty KPR
> 4 I3y RN J
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at the “ivision level, Theoe requasts will be subaitted to
the Chief, Regords Services Division in ndvercs, vhem posadble
of the requested service, The following information ghewld be
conteined therein: |
(8) The destinetiom,

{t) The aproximate sise of the aterial

(e} when 1t must Seave
&) wienl it must be mls.mm.
FOTE: In mrgwa.] cazrs arreangesents Ay ta ~ade diprest vith

the Chief, vail Control SeetSen, Howover, tils will
not eliminste the need for submittin, the romeovendm
dooumentin: the uee for this servios as indicated ebove,

The Chief, Halil Control Jeatin will noke all £ orther areempo-

conts, ineluding: |

W) the selssticn Nf' the courier,

() the prevaration of Pomm 33-27 Travel Oxder,

{8) the preparaticn of Furm 3315,
naguegh fop Alvance, whem RIRENITY,

{a) scntating the Trensportatios slviston “op infornation
rezsaudag Cecart re and arrivel tizes, and forp reserva~
tions,

T Travel (rders of the souriec will be sisned by 2he Chief,

uweneral Services or hig desigmute,

.?:’i’ . T A
IO
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